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PUBLI C RELATI ONS AND LEG SLATI VE COORDI NATOR

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS:

This cl ass enconpasses a position involving highly responsi bl e,
specialized duties in assisting fire departnent and city
adm ni strative personnel to nonitor and evaluate new and
proposed | egi sl ation which may affect fire departnment operations
or services. Duties also include working with related fire, |aw
enf orcenent, and other emergency organi zations, devel oping and
i npl ementing public relations prograns and projects, and acting
in an advisory capacity for adm nistrative groups or unions in
areas related to | abor relations. The enployee of this class is
expected to exercise a high degree of independent action under
t he general supervision of the Fire Chief.

EXAMPLES OF WORK:

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Reviews |l egislation that may affect fire departnent operations
and/ or services, reads and researches such |egislation, both
proposed and adopted, and advises adm nistration personnel on

the content, possible inpact, etc.; seeks expert opinion in
areas where needed and reports on this opinion to the
adm ni stration; appears before legislative comittees to

testify on proposed legislation; follows all bills related to
fire departnent operations from introduction to final
di spensati on;

Acts as |iaison between the fire departnent and other fire
fighting and related |aw enforcement agencies to coordinate
efforts in related assigned areas;

Attends staff meetings in an advisory capacity to assist in
matters dealing with personnel such as discipline, enployee
requests, etc.; i nvestigates conplaints from enpl oyees and
counsels with enployees to explain procedures to be foll owed
relating to requests and conplaints; works with the enpl oyees'
union in an advisory capacity on | abor rel ations problens;

Goes to the energency scene as assigned to act as information
officer for the news media and to see that needs of fire
fighting personnel are nmet (food, etc.); acts as coordinator
between fire fighting and |aw enforcenent personnel at the
enmergency scene; nmay work with the arson investigation unit in
order to relay information to the fire chief and the news nedi a
in areas not requiring technical know edge;
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Speaks before civic organi zati ons, schools, other public groups,
to define, explain, and answer questions on areas such as fire
departnment policy, departnmental response to incidents, etc.
coordi nat es special projects to enhance the public i nage of the
fire departnment and departnent operations; works with related
publ i c agencies such as the Red Cross on special projects;

Wites narrative reports for fire departnment adm nistrators or
related public admnistrative personnel on |l|egislation or
rel ated projects; keeps any records required by the departnment
or rel ated agenci es;

Perfornms rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS:

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be met by the filing deadline for application for adni ssion to
t he exam nati on.

Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must be at | east eighteen (18) years of age.
Must possess a valid driver’s license.

Must be a graduate from an accredited four (4) year coll ege or
university with major course work in public relations and/or
gover nnment al procedures

or

Must present docunentation indicating, at a mninmum that the
appl i cant has nmet the mninum high school graduati on
requi renments necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenmentary and
Secondary Education. Such docunmentation shall include at |east
one of the following: high school diplom, high school
transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation and
have five (5) years of progressively responsible work in public
relations and | egislative |iaison work.
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